
GOA12005  Rev. 2025-03 Page 1 of 9

Job Description

Common GovernmentPublic (when completed)

Describe: Basic Job Details

Position

Current Class

 Program Services 4 

Ministry

Justice

Agency (ministry) code Cost Centre Program Code: (enter if required)

Employee

Employee Name (or Vacant)

Vacant

Organizational Structure

Update

Position ID

Job Focus

Corporate Services
Supervisory Level

00 - No Supervision

Current organizational chart attached?
Division, Branch/Unit

FSD / Business Services / Procurement
Supervisor's Current Class

 Manager (Zone 2) 

Supervisor's Position ID Supervisor's Position Name (30 characters)

Procurement Manager

Position Name (200 character maximum)

Senior Procurement Officer

Design: Identify Job Duties and Value

Date yyyy-mm-dd

2026-04-10

Changes Since Last Reviewed

Responsibilities Added:

Moved to new form template - no change.

Responsibilities Removed:
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Job Purpose and Organizational Context

Why the job exists:

Responsibilities

Job outcomes (4-6 core results), and for each outcome, 4-6 corresponding activities:
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Problem Solving

Typical problems solved:



GOA12005  Rev. 2025-03 Page 6 of 9

Types of guidance available for problem solving:

-

-
-

Direct or indirect impacts of decisions:

-
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Key Relationships

Major stakeholders and purpose of interactions:

Required Education, Experience and Technical Competencies

Job-specific experience, technical competencies, certification and/or training:

-

Education Level

Diploma (2 year)
Focus/Major 2nd Major/Minor if applicable Designation

If other, specify:
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-
-

Behavioral Competencies

Pick 4-5 representative behavioral competencies and their level.

Competency
Level 

A    B    C    D    E
Level Definition

Examples of how this level best 
represents the job

Drive for Results Works to remove barriers 
to outcomes, sticking to 
principles: 
• Forecasts and
proactively addresses
project challenges
• Removes barriers to
collaboration and
achievement of outcomes
• Upholds principles and
confronts problems
directly
• Considers complex
factors and aligns
solutions with broader
organization mission

• Proactively identifies
and addresses
procurement risks or
approval issues to keep
procurement activities on
track while ensuring
compliance with policies
and trade agreements.
• Ensures procurement
and contract
documentation is
accurate and audit ready,
supporting timely
contract execution and
effective contract
administration.

Agility Proactively incorporates 
change into processes: 
• Creates opportunities
for improvement
• Is aware of and adapts
to changing priorities
• Remains objective
under pressure and
supports others to
manage their emotions
• Proactively explains
impact of change on
roles, and integrates
change in existing work
• Readily adapts plans
and practices

• Adjusts procurement
timelines and priorities in
response to changing
program needs or
approval requirements
while maintaining
compliance with
approved procurement
approaches.
• Manages multiple
procurement files with
competing deadlines by
reprioritizing work and
responding constructively
to emerging issues.

Creative Problem Solving Engages the community 
and resources at hand to 
address issues: 
• Engages perspective to
seek root causes
• Finds ways to improve
complex systems
• Employs resources from
other areas to solve
problems
• Engages others and

• Analyzes incomplete or
unclear program
requirements and works
with stakeholders to
develop clear,
enforceable solicitation
documents.
• Identifies complex
procurement issues (e.g.,
trade agreement or bid
irregularities) and
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encourages debate and 
idea generation to solve 
problems while 
addressing risks

develops options or 
recommendations for 
management 
consideration.

Develop Networks Leverages relationships to 
build input and 
perspective: 
• Looks broadly to engage 
stakeholders
• Open to perspectives
towards long-term goals
• Actively seeks input
into change initiatives
• Maintains stakeholder
relationships

• Builds effective working 
relationships with
program areas, Legal
Services, and RMI to
support coordinated and
compliant procurement
outcomes.
• Collaborates with
procurement colleagues
across Ministries to share
information, clarify policy 
interpretation, and
support consistent
procurement practices.

Benchmarks

List 1-2 potential comparable Government of Alberta: Benchmark

Senior Investigator 

Assign

The signatures below indicate that all parties have read and agree that the job description accurately reflects the work assigned and 
required in the organization.

Employee Name Date yyyy-mm-dd Employee Signature

Supervisor / Manager SignatureDate yyyy-mm-ddSupervisor / Manager Name

Director / Executive Director SignatureDate yyyy-mm-ddDirector / Executive Director Name

ADM SignatureDate yyyy-mm-ddADM Name


